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Adobe Acrobat Professional

* Adobe Acrobat Pro is required for
accessibility testing and repair

* Three parts of a PDF behind-the-scenes:
* Physical View - what you see
 Content Layer - text used for searching

* Tags Layer - text with logical structure
* Like HTML does for web pages
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Acrobat Setup
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Accessibility Tags Pane

* View > Show/Hide > Navigation Panes -
Accessibility Tags

* Tags pane > Options >
Highlight Content

g © o0 [

elete Empty Tags

[ Adobe Acrobat Pro (32-bit)

File Ed E-Si Windi Hel .
e Edit [[E E-Sign Window Help Reading Order (x)
Home »
Rotate View Table Editor (g)
Page Navigation L
EI ®® 13 MO I
Find Tag from Selectio

Page Display L

@ Zoom 3

te Tag from Selection

Find..
u Tools »
@ Show/Hide " Navigation Panes 3 @ Accessibility tags
Display Theme N Tools Pane Shift+F4 U'l Articles
a Display Size » Toolbar ltems 4 @ Attachments Edit Class Map...
Enable new Acrobat Page Controls ' [ Bookmarks Edit Rale Map...
Eg + Menu Bar F9 B Content
Read Mode Ctrl+H
‘() E L . o Destinations Tag Annotations
B Labels
I:I Eull Screen Mode Ctri=L g Layers v Document is Tagged PDF
Rulers & Grids » -
E Tracker. E Model Tree
Cursor Coordinates g t Panel
% Order

Read Out Loud C

@ B TNmEET Apply Role Mapping to Tags

a Signatures. v Highlight Content

S

Compare Files

Show Navigation Pane F4

k=]

Reset Panes
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Accessibility Tools
I

* Tools tab > Accessibility > Accessibility Check

* Tools tab > Accessibility > Reading Order

* Add to quick tools toolbar by dragging

a Autotag Document @ SiED
® =
C§ Autotag Form Fields

Accessibility Reading Options

@ Accessibility Check
@ Accessibility Report
B Identify Form Fields
E Set Alternate Text

‘;\ Setup Assistant

E!P Reading Order
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Testing & Repairing PDF in Acrobat
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Reading Order Tool
I e

Reading Order ﬂ
° Use tO: Draw a rectangle around the content then click one of ?}
* Background/artifact e —
decorative content
(images, borders, etc.) T
* Select and tag content |
e Add data table headers -
(C) Page content order
e Choose Structure types S— .
. [ Display like elements in a single block
radio button to see tags .
| ClearPageStructure.. || ShowOrderPanel
| e
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Accessibility Check

« Automated check of PDF
document accessibility

« Creates a report with a
status for each rule
checked

» Use Accessiblility Check
quick tool

* Report shows in the

Accessibility Checker pane
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a Autotag Document

Reading Options
(@) Accessibility Check

@ Accessibility Report

L, Identify Form Fields

Set Alternate Text
'.\ Setup Assistant

5!? Reading Order

Q@ & OO

L " . T . ¥

'S

Accessibility Checker X

(=] -

Document (5 issues)
Page Content (1 issue)
Forms

Alternate Text (5 issues)
Tables (4 issues)

Lists (2 issues)

Headings (1 issue)
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Accessibility Checker Pane
I e

 Reportthat provides a status for each rule checked:

e Passed: The item is accessible

@ Needs Manual Check: The Accessibility Check feature
couldn’t check the item automatically. Verify the item
manually.

© Failed: The item didn’t pass the accessibility check.

+ Skipped: Rule was not checked because it wasn’t
selected in the Accessibility Checker Options dialog
box.
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Figures Alternate Text Rule
I

* Checks that all non-artifacted images have
alternate text

* Note: The appropriateness of alt text must be
checked manually.
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Alt Text for Meaningful Images
I

* Tools > Accessibility > Set Alternate Text
* Type alternate text > click Next button
 Click Save & Close button when finished

I} Autotag Document h
C§ Autotag Form Fields
Reading Options Set Alternate Text
(@ Accessibility Check
@ Accessibility Report 4 Image 1 of 2 }
4 Identify Form Fields Alternate text: [ Decorative figure
E Set Alternate Text |DWE|
‘:\ Setup Assistant
E!I‘ Reading Order
Save & Close Cancel
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Document Logical Reading Order Rule

* Make sure the reading order displayed in the Tags
pane matches the logical reading order of the
document. Pay special attention to content in
columns.

* Manually check reading order

* Tags pane > arrow through tags while visually
checking order in the physical view

* Dragtags into the correct order
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Document Color Contrast Rule
&

* Manually check that the contrast between
foreground and background colors is sufficient.

* Sufficient contrast should be kept in mind during
document creation, so it doesn’t need to be
addressed in the PDF.

* Note: Users can customize colors when viewing a
PDF.
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Document Bookmarks Rule
S

* Checks for bookmarks matching the document
structure when the document has 21 or more pages

* To add bookmarks: Right-click Bookmarks X

rule > Fix > Select headings > E- Wb B
Cl.le OK bUttOn v [d Annual Report
[d SwOT Analysis
e
@ Color cont 2 V Structure Elements x
Page Content Sdpkule [] District 1 Counties
Expla\'n Structure
Forms | I:I District 2 Counties
) Documen t ~
Alternate Text Check Again Figure H District 3 Counties
S Show Report
L e :4 D District 4 Counties
ists
L v v D Metrics and Measures Used to

Monitor ICN Operations

[l Goal Progress
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Document Tagged PDF Rule
I

* Checks that the
document is tagged

I} Autotag Document

Autotag Form Fields

* Tools > Accessibility > Tes i B
AUtOtag Document () Accessibility Check

* Use Accessibility Check @ Accessibility Report
to verify 5 Identify Form Fields

* Don’tforget to check the i

reading order after auto-tagging | *\ setup Assistant

5!? Reading Order
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Document Title Rule
S

* Checks for a title (different than the file name) in
the Acrobat application title bar

* Rightclick rule » Fix> Uncheck Leave As Is > type
title
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Document Logical Reading Order Rule

* Joregroup content

ict 1 Counties

[ VieW 9 TOOlS 9 :ne‘tte Clayton, Grundy, Black Hawk

| Ha rict 3 Counties

yor, Osceola, Dickingon, Emme

Sioux, Obrien, Clay, Palo Alto, Plyi

Cherokee, I[da, Monona, and Craw

Reading Order

Accessibility >

o Draw a rectangle around the content then click one of
Re a d I n g O rd e r the buttons below:

 Draw a rectangle e
around text 2 Click the

Text/ Pa ra g ra p h b u tto n Heading 2 Heading 5
to create a paragraph

Reference (g) Mote (z)

“rl

Figure
Figure/Caption
Table
Cell
Formula

Background/Artifact

* Move paragraph tags

Into the correct place in the Tags pane
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Document Language Rule
I

* Checks whether the primary text language for the
PDF is specified

* |fthe whole documentis not in English, change
the language, even if this rule does not fail

* File > Properties - Advanced tab » Reading
Options » Language

Binding: | Left Edge ~

Language: |English e
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Page Content Tagged Content Rule

* Checks all content in the document is either included In
the Tags tree or marked as an artifact

« To tag untagged content:

1. Click element to highlight it in the physical view and
note the page the element is on

2. Tags pane — Click on an element on the page with
the error — Options — Find — Choose Unmarked
Content — Click Find/Find Next button until missing
element is highlighted — Click Tag Element button
— Choose Type — Click OK button — Click Close
button
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Page Content Tagged Content Rule
I e

3. Find the added element in the Tag tree.
If necessary, Right click element >
Choose Properties > Change Type > = .

Click Close button

4. Move the edited tag to the
correct place in the Tags tree

Reading Order (x)

Metrics and Measures Used to Monitor ICN Dperationsl e meTem s

Create Tag from Selection

Find Element n Eind...
Find: | Unmarked Content v‘
Edit Class Map...
Edit Role Map...
Tag Annotations
Type: Te.x't v Document is Tagged PDF
® Search Page (O Search Document Apply Role Mapping to Tags
+ Highlight Content
Find Next Tag Element Close Show Metadata...
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Figures Alternate Text Rule
I

For decorative images:

1. Right click on the figure shown in the error -
Choose Show in Tags Panel

" Alternate Text (1 issue)
s @ Figures alternate text - Failed
Fgt
| Eix
Mesteq ]
Skip Rule
Associ Explain
Hides
Show in Content Panel
Oth
= Show in Tags Panel
3 Tables (2
Check Again
> Lists (1 iss
Show Report
b Headings Options
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Figures Alternate Text Rule
I

2. Open the Figure tag x
and right click on the -

contents @ Choose ’jjff“; _______________________________
Change Tag to Artifact Sl il

Reading Order (x)

to show the Create e
Artifact dialog > Click g | g
the OK button » S

Edit Class Map...

Delete the empty S

F ° > @ <Figure> Tag Annotations
I g u re ta g > § <Figure> v Document is Tagged PDF

> §f <Figure> Show in Content Panel

> §F <Figure> Apply Role Mapping to Tags
> § <He + Highlight Content
y q <P> Properties...
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Table Headers Rule
S

e Checks for column and row headers

 Reading Order Tool ~>

Goals | e ine il ntinn L
. Table Cell Properties X
1. Ensure pl Table Cell Properties...
Select the table »
Network util ® Header Cell scope: |Column o
Auto Generate Header Cell IDs n
Click the Table Edi
I C t e a e I t O r architecture Attributes
changes.
. ° . Operate and Plan, fund, procure Perc Ry See: [§
b u tto n - R I ht C ll C k Mmaintain the critical | and deploy Netu| Colurm Span: [I
nfrastructure Core necessary
for Network infrastructure o |
a“'ailab"‘ity and ecluipmem' Associated Header Cell IDs:
eader cells 2 laple | pumeen
Healthcare, -
o National Guard)
‘ e ll P ro e rt I e S 9 B. Ensure availability | Engage with Perc
pbf required customers to ensure | subs
pbroadband broadband needs broa 0K | ‘ Cancel
resources. are identified and
eader Cell an
K. Enable effective Follow established Percentage of Current Year Target:
nternal finance billing procedures to | invoices delivered by | 95%
S C O e brocesses. ensure timely the fifth business Prior Year Actual:
delivery of invoices. | day of each month. || 96%
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Table Regularity Rule
I

e Checks that each column and row has the same
number of cells

~ B <Table>

* Note: Even cells with no .
content must have a tag i e
for that cell. i =

* Tags pane ~> Add =y
missing or Delete extra Qe
Table Data Cells and/ ol I
or Rows as needed DO Bt

> € <P Properties...
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Table Summary Rule
I e

* Checks for the presence of a table summary

* Not all assistive technology reads the summary. It

may be safe to skip it, especially if you know the
AT used by your audience

Table Summary *

Table Summary:

oK Cancel

PIMSFW 25



List Items Rule
S

* Checks that each listitem (<LI>) is a child of a list
(<L>)
* Nested lists must be fully contained in a list item

* Lists created in Word typically convert to PDF
correctly
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Headings Appropriate Nesting Rule
I

* Checks the order of headings for proper nesting.

 Reading Order Tool ~>
Click heading in the
physical view to
select it » Click the
button for the
appropriate heading
level

P MSFW

4 iick 1| Counkie
Reading Order n
Draw a rectangle around the content then click one of
the buttons below: l%
Text/Paragraph Figure
Form Field Figure/Caption

Heading 1 Heading 4 Table

Heading 2 Heading 5 Cell

Heading 3 Heading 6 Formula

Reference (q) Mote (z) Background/Artifact
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Summary
I e

* Adobe Acrobat Pro is required for accessibility
testing and repair

* Repeat the process of running the Accessibility
Checker and making repairs

* Use the Reading Order Tool first for repairs

* Use the Tags Pane when necessary

e Save often!
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Q&A

Questions?
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